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DIRECTIONS 


1. Enter only those children who have reached the age of five years. 


2. Wherever possible make use of all available space by entering the names of the pupils of one 
class or division and then after leaving some lines for subsequent enrolments, the names of pupils of 
other classes or divisions. In sole charge schools, names of all pupils should appear on one page. 


8. Enter in the second column the pupils’ number as it stands in the Admission Register. 
4. In entering the pupil’s name write the surname first. 


5. In the columns for “ Age” and “ Time since entering first School” enter the number of 
completed years and months as on the first day of January. 


6. At the head of the attendance columns, under the words “ First Week,” ‘‘ Second Week,” 
&c., enter the dates (day and month) on which the school week (Monday to Friday inclusive) begins 
and ends. 


7. Mark the attendance in the morning by an oblique line from right to left [/], and in the 
afternoon by a line crossing the former[\]. The letters “a,” “s,” “w,” “h,” may be used to 
indicate respectively “absent,” “sick,” “ weather,” “ home circumstances.” 


8. The school shall be held to be open and the Register shall be marked if at least one child is 
present before the first half-hour of the ordinary school time has passed. 


9. Mark no pupil “ present’ unless he attends at least two hours during the morning session 
or one hour and a half during the afternoon session. 


10. Mark the Register in ink, every morning and every afternoon, at a time appointed for the 
purpose, and indicated in the time-table, and not later than two hours before the close of morning 
school, or later than one hour and a half before the close of afternoon school. Enter the number 
of attendances in the place provided for it at the foot of the column as soon as the Register is 
marked, and ascertain this by counting the number of marks just entered. 


11. At the end of each week add together all the morning and afternoon attendances for the 
week, and enter the result as ‘‘ Weekly total” in line (ii); enter in the next line (iii) the number 
of times the school has been open; divide the “ Weekly totals” in line (ii) by the “ Number of 
times ”’ in line (iii), and enter the quotient as the average attendance for the week in line (iv). 


12. At the end of each week count also the attendances of each pupil during the week 
and enter the number under the head of “ Times Present” in the column marked “1st Week,” 
“2nd Week,” &c.; then add up the column, placing the total at foot. The total arrived at should 
agree with the “ Weekly total” as before ascertained and entered in line (ii) (Instruction 11). The 
check thus secured is important and must on no account be omitted. 


13. Mark the attendances up to the last day of the term in the space reserved for that term 
whether the end of the term happens to coincide with the end of the week or not. 


14. At the end of the term add each pupil’s weekly attendances, and place the results in 
the column “ Total for Term.” The sum of that column stated at the foot should agree with the 
sum of the “ Weekly totals” of line (11). Place the result opposite in the “ Term total” column; 
below this put the number of times the school has been open as shown in line (iii); divide the 
former by the latter: this will give as a quotient the average attendance for the term. 


15. [f a pupil is admitted to the class after the beginning of the term, note the fact in the 
column for “ Remarks,” and state there the week of entering, as “ Entd.—2nd Week.” In the 
same way note the week in which a name is struck off the roll, as “ Left—2nd Week,” using the 
word “left”? as meaning “ now first known to be no longer a pupil in this class.” This indication 
of weekly changes in the Roll will be a guide in filling up the bottom line of the Register, in which 
is to be entered every week the number reckoned as belonging to the class at the end of the week. 


At the end of the term add these numbers. The result divided by the number of weeks will give . 


a quotient which is to be entered as the “ Average Weekly Roll Number.” 


16. If a pupil is attending an examination conducted by the Department, Education Board, or 
University of New Zealand, or a recognized class for manual instruction, reckon the time so spent 
as time spent in attendance at school, and upon being satisfied as to the number of half-days so 
spent add the total of such attendances to the total previously entered in the Register. 


17. Reckon the time spent by any pupil in receiving dental treatment as attendance at school, 
provided such pupil produces the necessary written authority from a dental officer or private 
dental practitioner for absence and attends school whenever practicable during the remaining 
portion of the morning or afternoon. In no case shall absence for the above purpose be counted 
as school attendance for more than one day at a time. Every such authority for absence shall 
show the day and the hour at which the examination or treatment is to be made, and likewise the 
time when it was completed. Mark attendances so recorded thus d/ or /d or d, or in a similar 
distinct manner. For the purposes of verification file all such certificates of absence in the school. 


18. Do not mark “ present’? pupils who are absent from school in order to receive religious 
instruction or any other instruction not forming part of the school course. 


19. On the day on which you know that a pupil has been definitely removed from his school, 
record the removal in the admission register and in the register of daily attendance. Record also 
that a pupil has left the school when such pupil has been absent for any period of thirty consecutive 
school days, unless definitely informed that such absence is only temporary. Such pupils shall 
forthwith be considered as ceasing to belong to the school, and in any computation of average 
attendance for any period thereafter do not take their names into account in any way. 
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